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Seeking professional enrichment in Finance and Accounting. Bank reconciliation / Sales reconciliation / Accounts Payable.
Career Objective

A functional professional with over 8 years of professional work experience in finance and accounts. Dependable and conscientious professional who is attentive to detail and produces quality work. Ambitious team player who enjoyed increasing responsibility levels during career.
SKILLS
Financial
Accounting and reconciliation of general ledger accounts. Monthly Quarterly and year end closing. Expenses reporting and analysis, Accounts Payable, Financial statement, Bank Reconciliation/Sales Reconciliation, Over and Short Reports, Aging Reports.
Management
Preparation of ISO document,
Dash board, desk procedure,
PIP, processes manual/map, 
ORGANIZATIONAL EXPOSURE

Since April 2012 / Dec 2013 Bnashankari  Enterprises- Assistant manager (2008 to 2012) As part timer 
· Maintaining the monthly accounts and reconciliation.
· Processing and maintaining Invoices.

· Bank and Cash reconciliation.

· Auditing the stock and completed goods on regular basis.
· Posting journal entries on regular basis and maintain general ledger accounts.

· Reconciling the accounts on regular basis for efficient records.

· Preparing trial balance, profit and loss account and Balance sheet.

· Auditing the records on monthly basis.

· Rectification of errors and taking necessary action.
Applications/ERP
· SAP, Recon net, Tally, QuickBooks, Oracle
· Good in Microsoft Office,
Since March’2008/Feb 2012 
EXL Services Pvt ltd Assistant manager – Charming Shoppes incorporation) 
Key Deliverables, Sales & Bank Reconciliation
· Reconciling and processing the Bank and Sales Reconciliation on daily basis.
· Managing 29 bank accounts on daily basis.
· Allocation of work among 7 team members as per the volume.
· Daily reconciliation of E-Commerce, Post sales data reports and send the details to clients to maintain the efficient records.
· Performing Weekly Voucher Reports on weekly basis and report to Offshore team.
· Preparing Journal Entries in the spreadsheet and sending to General accounting team to upload in Lawson.

· Contacting Banks if any issue in the statements and asking backup for the debit memo or Credit memos raised by the banks.

· Preparing the Over and Short Report and Sending to Loss and Prevention Department and Regional directors and Manager of the divisions.

· Responsible for updating the procedure documents as and when required and submit the same to the client for approval.
· Handling and preparing Bi-weekly calls and giving Status update to the clients after calls, sending MOM to client and onshore manager about the Updates.

· Updating the Checklist of Items need to be performed in the coming weeks.
· Preparing Monthly ISO Audit documents and Managements Reports and submitting to Associate Vice-president.
Key Deliverables Accounts Payable (AP)

· A professional with over 2 year of rich experience in Operations’ Managing day to day production, assisting Lead and SME’s in handling MIS reports, etc. Worked with COX Processes in Procure to Pay (P2P) Process.
· Managing daily production, publishing reports, allocating orders, working on productivity and quality matrix report, handling escalations from clients. 
· Expertise in setting up a robust user manual for newly transitioned processes, updating the existing process manuals with adequate scenario based examples, finding new ways to handle the work better than the current setup or method followed.
· Acquired overview knowledge on below 3 additional set of processes, which are sub divisions of Procure to Pay (P2P) process.
PAD (Purchase Administration)

API (Accounts Payable Inventory)

GP (Global Payments
Key Deliverables Annual Reporting
· Preparing Annual Reports as per the State Authorities Notice received by the client.

· Paying annual fee to state on respective state websites with credit card provided by the client, after payment sending the information to client for approval.
SAP Skills

Financial Accounting:
· Creation of G/L Masters, Cash Journals, House banks and Maintaining Field Status Variant and Posting Keys

· Defining Fiscal year variant, Posting periods, Tolerance groups, Document types and number ranges
· Defining Interest Calculation Types, Defining Reference interest rates, Assigning Accounts for Automatic Posting for Interest Calculations.
· Settings and Creation of Customer/Vendor Accounts Groups, Number Ranges, and Customer/ Vendor Masters Creation 
Since Jan ’2006/ Feb 2008      Fidelity Investments Pvt Ltd
Senior- Associate – FIRSCO.

Key Deliverables

· Handling process related queries in the team.

· Preparing Daily, Weekly and Monthly reports.
· Correspondence with the Front office for research and corrections accordingly.

· Reconciliation of Accounts and correction accordingly.

· Overall managing the 401(K) plans of US Clients.

· Processing the   payments on the request of the participants.

· Processing the incoming wires (Money) transactions for loan and contribution files.

· Correction of loans and contributions incorrectly processed.
· Setting up of new loan Ids and accounts for contribution.
· Contribute to process improvements & improve the quality of information provided.
· Discrepancy Reconciliation between Fidelity bank account and the participant’s       retirement account.
· Stock releasing at the timely manner on the allotted plans.
· Manually allocating the funds from the retirement account to Brokerage account.
· Raising a request for the buy or sell of the shares from NYSE to the Fund Managers.
ACADEMIA

· Bachelor of Commerce from Dayananda Sagar College, Bangalore affiliated to Bangalore University.

DATE OF BIRTH: 17th February, 1980

Nationality: Indian

Marital Status: Married
LANGUAGES KNOWN: English, Hindi, Kannada,[image: image1.png]



